
 
Qualifications 
 
Must possess a high school diploma or G.E.D. equivalent. 
 
Must be computer literate and knowledgeable of Microsoft operating system 7 or later, 

email, Microsoft word, Excel spreadsheets, and the internet 
 
Must possess typing skills and capable of using a calculator. 
 
Must possess an ability to learn and to multi-task. 
 
Must possess good relational and communication skills. 
 
 
  


